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Peknamupyem cebs

CoeiuHss1 pabOTHUKOB U paboTojaTesieit

Ha 6ymare - Pe3trome

Baiue pe3toMe — BakHast COCTaBHAs YaCTh YPABHEHUS IIPU MOMCKAX paboThL. DTO
KIIFOY K JIBEPSIM KOMITaHUH, 00ECIICYHBAIOIIHMI BaM IIEPBBIil IMYHBIA KOHTAKT C
MOTEHIMAIBHBIM paboroaaresieM. Kak BaM NpeabsBUTh €My CBOM 3HAHUS TAKHM
00pa30oM, 4TOOBI I0Ka3aTh, YTO UMEHHO BbI — JIYYIIHH KaHAUAAT JJIS
BBINOJIHEHUS ATOH paboThI?

BoT HEKOTOpBIEC BOIIPOCH, HA KOTOPBIE Bl 00s3aHBI 3HATH OTBETHI HA MYTH K
MOJIYYCHUIO APYroi paboTel. JlaHHbI HHOOPMAIIMOHHBIN OIOJUICTEHB JaCT BaM
HEKOTOPBIE COBETHI 10 COCTABIICHUIO [IPUBIICKATEIILHOTO PE3IOME, OT YKa3aHHs
CBOEIA 11€JI1 JI0 ONMCAHHsI CBOUX HABBIKOB.

ByabTe KOHKPETHBI

Or JAECATH N0 TPUALATH CEKYHI — UMEHHO CTOJIbKO BpEMEHHU THITHYHBIA
pa60T0z[aTem, TIOTPATUT HA IPOCMOTP BAalIETO PE3IOME. YTto MOKHO caenaTsh,
4TOOBI OHO «BBIICIIAIIOCH U3 06u1ei/'1 Ky‘II/I))? HesaBucumo ot TOro, HAYHHAECTE TN
BbI C HYJISL U oOHOBJISIETE YK€ CYHIECTBYIOIIEEC PE3IOME, IIOMHUTE, UYTO
pa60T0£[aTemo Tpe6ye'r051 COOTBETCTBUE MKy HABBIKaMH, HeOGXO,I[I/IMLIMI/I JIIA
BBITIOJTHCHUA paGOTLI, ¥ BalllUM OIIBITOM. HOBTOMy a;[anTnpyﬁTe CBOH
KBH..III/I(bI/IKaIII/II/I U JOCTHIKCHUSA K TOM paﬁoTe, Ha KOTOPYIO BbL nouaé’re
3asBieHue. Bor HEKOTOPBIC CTAHAAPTHBIC PEKOMEHIAIIUN

3am{TpnryiiTe YUTATE]IHA B nepnoﬁ MOJIOBHHE — €CJIM Y BaC €CTh [[€JIb, OHA
JOJDKHA OBITH YKa3zaHa 1mpocTo, C y‘{éTOM KOHerTHOﬁ BaKaHCHUH. KpOMe TOro,
Balllk CaMbI€ IMTPUBJICKATEIIbHBIC HABBIKU U KBaJII/Iq)I/IKaIIHH TOXE CIeayeT
YKa3bIBaTh B BerHeﬁ YacTU CTpaHUIIBL, B pa3aeliie, HOCBSIIJ_[éHHOM Balum
HaBbIKaM, WJIA B OITMCAaHUU IIEPBOr0 U3 NPEABIAYIINX MECT pa60TI>I, HyCTL
pa60T0z[aTemo, IIpOoCMaTpUBAIOIIEMY Balll€ PE3IOME, 6y,[[eT JIETKO BBIACIIATH
Ha3BaHUA ,I[OIDKHOCTeﬁ ¥ KOMIIAHUH. HeopraHmonaHHaﬂ nim pa36p0caHHa5{
I/IH(bOpMaIII/ISI BOCIIPUHUMAECTCSA C TPYAOM, U YUTATEIIb MOXKET B006Ille OTKa3aTbCsAa
OT UTCHHA.

OmnummTe CBOH caMblif HeJaBHHI OIBIT PaOOTHL — MOAPOOHO OIUIIHTE
HOCIIEeHHE TPH-TIATH MECT paboThI WK paboTy 3a MocieHue ecsaTh Jet. Ty
paboTy, KOTOPYIO BEI BEIIONHSIIN B HAUalle CBOCH TPYOBOH NeATEIBHOCTH,
Clle[ly€eT OMUCHIBATh TOJBKO TOI/a, KOIJa OHa UMEET UCKIIOYHTEIBLHO BaXKHOE
3Ha4YeHHe I TOU paboThl, Ha KOTOPYIO BEI IIOJAaéTe 3asBICHHE.

Beljie1MTe CBOU JOCTHXKEHUSA — JII060H YNTAOIUH Ballle pe3loMe
JIOJDKEH UMETh BO3MOXKHOCTD YBUJICTh Ballll JOCTIKECHHUS, IPOOEKaB
I71a3aMH Ballly TPYIOBYIo HcTopuio. He yromisiiTe ynutarens He O4CHb
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BaXXHBIMU WJIU TTOBTOPSIFIOIIMMUCS TOAPOOHOCTIMH, OOIIMMH JIISt
HECKOJIBKMX MECT PaboThl. UTeHHE CIMIIKOM ITOJPOOHOT0 pe3roMe,
BKJIOYAst JJIMHHBIE a03albl U MPEAI0KEHNS, 3aHUMAECT CIIUIIKOM
MHOT'O BPEMEHH M IIPH 3TOM AAET CIUIIKOM Majio MH(OpMAIUH.

=» IloMHHTE O «BHEIIHEH NPHUBIEKATENLHOCTHY» pe3toMe — Bamie
pe3toMe JIOKHO UMETh YETKUI U PO eCCHOHANIBHBIN BHEIIHUI
BUJI M IOCTATOYHO MecTa Mex 1y ab3anamu. He nepenonusiite
OJIHy cTpaHully HH(pOpMaLHUel U He IepeyCcepACTBYITe co
CIIMIIKOM 3aMBICJIOBATBIMU PH(TAMU HIIM IK30THUECKOH
Oymaroii.

Jlns onucaHus CBOMX NOCTHXKEHUN HCIIONB3yHTe IIaroisl. Bor
HEKOTOpbIE IPUMEpBI: aHATU3UPOBAL, IPOBOJUIL, IPOEKTUPOBAL,
9K3aMEHOBaJl, UHUIIMUPOBAJ, PyKOBOAUIL, YIIPaBIISLIL, IIpeiaral
Y KOHTPOJIUPOBAIL.

TmaTensHo penakTupyiiTe cBo€ pestome — u3beraiite
opdorpaduuecknx ommdOK, One4aToK U HEPaBUIbHOMH
rpammatuku. Ilepen pacneuaTkoil u OTIIPaBKOM pe3roMe Mo
noute 00s3aTeNbHO AaliTe IPOYECThb €ro N0 MEeHbIIEH Mepe ABYM
Pa3HBIM JIOJAM.

ITogroroBka KOHTPOJIBHOI'O CIIMCKa JJIs1 pE3IOME

3aKOHUYHUB COCTABJIATH IIPOEKT CBOETO pPe3loMe, 3azaiite cede
CIEAYIOIHE BOIIPOCHI:

Her nu B MoéM pestome omunbok? (onedaTok, opdorpaduyeckux
OMIMOOK MM HENPAaBUIILHOTO yHOTPEOIEHH S CI0B)

J/ Moxer GbITh, MOE ONHCAHUE LETH KOHLIEHTPUPOBAHHO, HO MPH
9TOM HEJJOCTATOYHO LieIeHANPABIEHHO?
J Vlcnionb3yroTest Jiv 1Tst MOAYEPKUBAHUS MOMX JOCTIKEHHI

KOJUYCCTBECHHBIC TEPMUHBI, HAIIP. 00BEMBI Ipoaax B fojuiapax,
TOABI OIIbITa pa60TI;I u T.I[.?

www.mass.gov/eolwd



T
J/ He nepeuépkuBaer I ONHUCAHHUE JOCTIDKEHUI
ciryxeOHbIe 00s3aHHOCTH? .
I:Iarmcaﬂo I pe3FOMe SICHBIM M TIOHATHBIM SI3BIKOM?
Her JII/I B HEM HECYIECTBEHHOMU JIMYHOM I/IH(l)OpMaH'I/II/I?
OUEPKHYTHI JTH BBITOJIBI JUIS MOTEHIHAIBHOTO paboTogaTemns?

Bri3biBa
€T JIM OHO Yy YMTAaTeNs JKeJIaHNe YUTATh ero?
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p
}(() OILIO JIKM OHO OTIICYAaTaHO U Ha XO ])

pOHIeM JIN M 11 O(I)GCCH()HaJ[LH()
BBITJIAISIIIEM N[a’[‘ep]/la [e()
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IIpuBa
) Bp €KaeT JI1 BHUMaHHUE PacIioioKeHue TeKcTa?
BIJIEJICHBI JIH CUIbLHBIE MOMEHTHI?

J/  ScHo mu
yKkasaHa OTpacIIb/BH,
JIBI 11
paboronareneii? PORYKIUH NPCIBIAYIITIX

J Haum
HAIOTCS JIM TIPEIOKEHUS C T1arojaoB?

J Ornucel
BarOTCA JIU HABEL
KM aBTOpa B 001a
CTH PELICHUS TIP
obnem?

JOHN B. SMITH
12 Main Street, Boston, MA 02114

OBJECTIVE: Manager of Credit and Collections

WORK EXPERIENCE

ABC COMPANY, Boston, MA

Credit Manager
dit and collections po

« Managed acre
government—related accounts compr

2,000 accounts

Contributed, organized, and imple!
school system, resulting in the reduction of total payment tim:

0 Developed, designe ted vendor and bank cré

rtfolio of food service, di
ising a regional sales Vo!

mented a new set of invoicing pr
d, and implemen

LMN INDUSTRIES, INC., Quincy, MA

Credit Manager
« Managed an accounts receivable pol

dealers throughout New England tota
of $80,000,000
. Brought previou
sales increase to ¢
e Planned, negotiate
known, high-volume,

rtfolio of petroleum d
ling over 500 accounts an

s collections turns from 75 days to
ash in less than 40 days

d, and secured a four-way, C
Massachusetts—based, petroleum dealer

XYZ ASSOCIATES, Norwood, MA
Credit and Collections Supervisor
. Managed an account recei
Floatation Divisions, comprising an annua
industry
. Hired, trained, and supervised a staff of si
10,000 diversified accounts
Reduced bad debts by implemen
inter-department pursuit

ting an improved monitorin

EDUCATION
t, Inc., New York, NY

Dun and Bradstree
Credit and Financial Analysis Certificate

Northeastern University, Boston, MA
Bachelor of Science in Business Management

n, MA

PROFESSIONAL AFFILIATIONS
it Executives, Inc., Arlingto

New England Association of Cred

|61 7-555-1212 | ]smith@gmailAcom

stributor, military and other
lume of $1 50,000, and over

ocedures with a major
e by 45%
dit-inquiry letters

istributors and home-delivery
d an annual sales volume

present average of 38 days, turning

ross-corporate gu arantee from @ well-

vable portfolio of the company’s Dietetics,
| sales volume of $30,000in

x full-time employees and handle

g system and quicker

Pexmamupyem cedst Ha Oymare - Pesiome

O0s13aTe/bHO IpUIAraiiTe ycujust

Cocr:
¢ craBieHne 3)(HEKTUBHOTO Pe3loMe UrpaeT
ATHY
Cgeﬂc €CKYIO POJIb JUIS BaIllUX MMOUCKOB paboTHL. ITO
TB .
cpene 0, PEKJIAMHPYIOIIEE BAC U BAIIl OIBIT
431
e Ié anpHOMY paboronarento. [loaTomy 3actaBbTe
al
¢ pO OTaTI: Ha cebs! B Hanrem yHuBepcanpHoM Llen
p}6/z[ yCTCpOHCTBa nmetotes XKypran DCS st nimymg o~
paboty, CripaBo4H o
MK I10 COCTaBJIEHU
10 PE3IOM
myomukanumn. K ; NV
o nun. Kpome toro, y Hac mpoBoOAATCS pa3inyHbIe
PBI, Ha KOTOPBIX BB MOXKETE MOITYYHTh
JanbHENIINE COB
€ThI IT0 COCTABIIEH
HIO Pe3IOMEe
00pa3us! 3 PEKTHBHEIX pe3toMe P T

Bor npumep Haubosee
pacnpocTpaHéHHoro (popmara —
XPOHOJIOTHYECKOro pe3ome.

2000 - 2015

1991 — 2000

1985 — 1991

Microwave, and
the electronic

d 6,000 to

Jaunsiii padoronar
€JIb / TIPOrpamm:
a IIPEAOCT:
HPEOCTABIAIOTCS BCIIOMOTaTEbHEIC l'I[)OCﬂO6HaBHﬂeT PpaBHBIE BO3MOMKHOCTH. JIMIIaM ¢ OrpaHud
U CHHB)
yeiyry. 3a HOmy4eHHeM YCITYr JUlst JHIL C HapyIie IMH BOSMOXXHOCTAMH 10 TPEGOBAEHIO
HHEM CITyXa 3BOHH
Te 1o Ten. 1-800-439-

0183 nmm 711.
C
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